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ANNUAL REPCRT GUIDELINES FR CY 1978
FEDERAL OCCUPATIONAL SAFETY AND HEALTH PROGRAMS

INIRODUCTION: These guidelines are provided to inform Federal agencies
© of the material to be included in their aprual report on
occupational safety and health as required by Section 2(5)
~of Executive Order_ 11807 and Section 19(a)(5) of the
Occupational Safety and Health Act of 1970. These
guidelines are based on the 10 element criteria
aﬁproved by the Federal Advisory Council on Occupa-
tional Safety and Health. N
PURPOSE: These arrwal reports provide information for the following:
o The Secretary of Labor's Report to the Presidert on
 the Federal Occupational Safety and Health Program.
o0  Selection of agencies for the Presidefn:'s Safety Awards.
o Evaluative and Consultative functions of the Office of
Federal Agency Safety and Health Programs. |
SUBMIT TO: The report should be prepared on standard size (8/ X ll)
paper ard submitted by April 1, 1979 to:

U. S. Department of Labor
-Occupational Safety and Health
Administration
Office of Federal Agency Safety
and Health Programs
2100 M Street, N.W.
Washington, D.C. 20210

CONTENTS:  PROCRAM FCR CALENDAR YEAR 1978

The anrual report shall provide the following information
on your agency's program during CY 1978 relative to the
10 elements of an effective occupational safety and
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health program. Where documentation is required you
may reference the specific requirement in the enclosed
program docmem:atlon or in documentation on file at

the Office of Federal Agency Safety and Health Programs.

1. IMPLOYEE INVOLVEMENT

o CONSULTATION WITH RMPLOYEES/EMPLOYEE REPRESENTATIVES—docurent ard

describe implemenration of requirements for consultation with employees
ard their representatives in plarming and operating the program.
o EMPLOYEE PARTICIPATION IN PROCRAM OPERATION-document and describe

implementation of provisions.

o COMITIEE MRBERSHIP-document and describe implementation of pro-

cedures providing for committees, membership and participation at
both headquarters and field levels,
o] ENPLUYEE REP(RTS OF U'\ISAFE OR UNHFALTHFUL WORKING CONDITICNS-

document ard describe implementation of procedures for reporting

hazardous corditions, including review and appeal to OSHA. Inclwde

in documertation the mmber of reporf:s (complaints) received,

imrestigated hazardcus conditions identified and abated at the

f:.eld reglonal and headquarters levels throu,:,h your agency procedures.
o SAFE'GUARDS FOR DISQKMNATION REPRISAL R.ESIRAINT INI'ERFERENCE

R COERCIO‘\X-docm‘em: ard describe J'mplenentation of procec"ures

prohlbltmg dlscmn_natlon ard etc. agalnst employees for participat-
ing in the program
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o POSTING OF NOTICE, AVATTABILITY OF ACT, 29 CFR 1960, AGENCY PROGRAM-

- document ard describe implementation of procedures for informing
employees of rights and responsibilities.
o EMPLOYEE PARTICIPATION IN FEDERAL FIELD SAFETY AND HEALTH COUNCILS-

document: and describe implementation of procedures providing for
and promoting participation and membership in FFSHCs.
o REVIEW OF STANDARDS-document and describe implementation of pro- |

cedures for informing employees of applicable standards and their
right of review. ' |

o NOTICES OF UNSAFE CR UNHEALTHFUL OONDITIONS-&OCLIIEI’H: and describe

implementation of procedures for posting of notices informing
emp]:oyees of hazards in work areas.

EXECUTIVE SUPPORT AND DUTTES

o POLICY ~ Document and describe the implementat‘jion of the

official policy statement of the agency head on
- the occupational safety and health program.
o FUNDING - Report the dollars requested, appropriated and
| used for the implementation of the agency program

as required in (B Circular A-11l. Report the
estimated dollars for campliance with OSHA or
agency "consistent' standards.

o CRGANIZATION - Describe the organizational structure of the

| | occupational safety and health function from the

designated safety and health official to field level

safety and health persomnel. An organization chart
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0 ATTACEMENT 1

v

for the occupational safety and health function
should be provided.
Enter information on Attachmert 1.

- Agency name and address.

Agency head name, title, arnd address.

Agency Designated Safety and Health Official
name, -title; address and telephone.

Agency Safety and Health (Chief, Manager,
Coordinator; Director ete.) name, title,
address and telelpl'bne. =~

3. SAFETY AND HEALTH HEADQUARTERS AND FIFID STAFF AND FUNCTIONS

o ATTACRENT 2 - Full-time occupational safety and health staffing

at headquarters and field units - job series number,
grade level. Also include employment data as requested.

o ATTACHMENT 3 - OSH staffing of field units, full-time and collateral

duty - definition, address, employment and OSH
staffing by grade 1evel; full-time or collateral-
duty, and total work time spent on OSH activities

at each fiéld unit..w

0 ATTACHMENT 4 - Full-time OSH Persormel - Camplete for each

full-time OSH professional counted in Attachment 2.
Enter name.,' title; job series, grade level, work

]rocation;- and work ﬁelephone..
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RESPONSIBILITIES AND DUTIES OF OSH SIAFF-document and describe the
OSH responsibilities and duties at both the headquarters and field

levels.

OPERATING MANAGEMENT AND SUPERVISCRY DUTIES

o

SUPERVISCRY AND OPERATING MANAGEMENT RESPONSIBILITIES-document and

describe the implementation of procedures for informing management
of OSH responsibilities.
EVALUATION OF EMPLOYEES OSH PERFORMANCE-document and describe the

implementation of the requirement that each employee's occupational
safety and health performance be included as part of their periodic

performance evaluation.

- REPCRTS ‘OF UNSAFE OR UNHEALTHFUL CONDITIONS-document and describe

the implemerd:ation of the requiicement that management is informed
of its responsibilities in irwestigating employee reports of hazardous

corditions.

. SAFETY AND HEALTH S']ZAI\H)ARDS ADOPTION

" ADOPTION OF OSHA SI‘ANDARDS docunent and describe adoption.
' PRMILGATION OF AGENCY "CONSTSTENI‘ SI‘ANDARDS document and describe

implementation of procedures.

*ADOPTION OF EMERGENCY STAI\DARDS-docmmt and describe implementation

of procedures .

0

TRAINING-describe the types.,. extent of;. training avaiiability and
rumber of employees participating in training conducted for the
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various levels of employees including the designated safety and
health official, safety and health professionals, safety and health
inspectors, collateral—duty safety ard health personnel, super-
visors, representatlves of employee groups and employees.

o SPECIALIZED TRAINING CONDUCTED FOR HIGH RISK JOBS-describe.

INSPEGTION AND HAZARD ABATEMENT PROCEDURES

o PERIODIC INSPECTION PROCEDURES-document ard describe implementation of
requirements. Include the rumber -of on-site inspectiens conducted,
the locations of the inspectioms, the employmern: of the locations,
the hazards idertified, the hazards abated or for which abatement
schedules were proposed

o} 'INSPECIION PERSONNEL AT FIEID TEVELS- document and describe
qualifications ard organization,

o  ABATEMENT PROCEDURES AND RESPONSIBILITIES-document and describe
implementation of requirements.- \

o PROHIBITION OF ADVANCE NOTICE PROCEDURES-document and describe

implementation of reqmranents

o 'D’MINH\TT DAI\GER PROCEDURES—doomem: and descr:Lbe implemertcation of

requirements.

» AL ANYSTS OF CY 1978 TUURIES, TLINESSES, D ACCIORNIS-

describe analysis and corrective actions taken.

o FIO4 OF TNJRY, TLINESS, ACCIDENT AND SERIOUS ACCTDENT REPCRTS

'FRMFIEIDTOSATEI’YANDHEAL‘IHOFFICL%L'IUOSHA— docurent and

describe implementation of reanmmts.
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MATNTEMANCE OF AND EMPLOYEE ACCESS TO INJURY, TLINESS, AND

ACCTDENT RECORDS AT FIEID LEVELS-document and describe implemen-

tation of requirements.

9. PROMOTIONAL AND INIERAGED’CY ACTIVITIES

o

PROVMOTTONAL TECHNIQUES USED TO INCREASE EMPLOYEE INTEREST AND

PARTICIPATION-describe.

FIFLD FEDERAL SAFEIY AND HEALTH COUNCILS-describe participation

at field level.

o)

~

' SELF—EVALUATION PLANS AND PROCEDURES-document: and describe implementa-

tion of requiremerts.

A7

 ACHIEVEMENT OF PLANNED GOALS AND ORJECTIVES FOR CY 1978

9]

Briefly, describe your agency's achievement of the plarned
goals and objectives' set for 1978.

SURMISSION OF PROGRAM DOCUMENTATION

o]

- Attach a copy of your official occupational safety and

health order',‘ directive,.' etc. ,. which implements Section 19 |

of the Occupational Safety and Health Act of 1970, Executive
Order 11807, and 29 CFR 1960. Do not attach exhibits demon~
strating elements of your program“ only enclose officlal program
documern:atlon If your program documentation is unchanged from
that reported last year, note by stating "Same as CY 1977. " The
program docmmem:atwn on flle may be updated by sul:rm.ttmg any
ew c,hanges over CY 1979
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PROGRAM FOR CALENDAR YEAR 1979

.GQAI_S, ORJECTIVES AND PLANNED ACTIVITIES FOR CY 1979

o Describe your agency's goals and objecﬁ:iVes for your program
in CY 1979, including the plammed activities irwolved in

attaining these goals and objectives. |
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